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DEPARTMENT OF GENERAL SERVICES

0GS-850- 1 SCHEDULE
REV. &/78 Records Management Division N‘: 1410
PAGE
NO.1 of 3
RECORDS RETENTION AND DISPOSAL SCHEDULE
Department of Public Safety and Correctional Services
Police and Correctional Training Commissions
AGENCY = D1 vIisiON
Atem ) .
Ne. Description Retention
1. NOTICE OF PROBATIONARY APPOINTMENT
Retain in the agency for
These forms are completed by outside agencies 10 years after completion.
to provide information to the Training Commis-— Send to State Records
sions on all new police and correctional offi- Center for 20 years and
cers. then destroy.
2. CORRECTIONAL TRAINING PROGRAM FILES
Class rosters Retain in the agency for
Attendance sheets j§ years after end of
Demerit and dismissal records training class. Send to
Records pertaining to students'failure to the State Records Center
complete the training program for 20 years, and then
Test results destroy.
Test scores
Test answer keys
Test questions
3. ANNUAL TRAINING SCORES

Annual in service training records and firearms

qualification records received from agencies.

4. TRAINING PROGRAM APPROVAL RECORDS

Training Course curricula
Records of program approval

5. MINUTES OF COMMMISSION MEETINGS

6. AGENCY PLANS, POLICIES AND DIRECTIVES

Schedule Approved by Department,
Agency, or Division Representative

L/l

L

! Schedule Authorized by

Retain for 10 years after
training, then destroy.

Retain in the agency for
10 years after training.
Send to the State Records
Center for 10 years and
then destroy.

Periodically review and
transfer to State Archives.

Periodically review amd
transfer to State
Archives.

e— - —

—— —

! Hall of Records Commission

P gt D f/ %

o

Date

Signature Tine

State ArchMi st
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RECOROS RETENTION AND DISPOSAL SCHEDULE SCHEDULE

FORM-RM- 14 10
REV. 2/7$ (CONTINUATION SHEET) No. 14
PAGE
NO. 2 or 3
o. Description Retention
7. RESOURCE CENTER LOAN RECORDS .
Film loan records Retain for 3 years o+~ until
. Audit requirements have been
fulfilled. Then destroy.
8. SUPERVISOR, ADMINISTRATOR, ANP INSTRUCTOR TRAINING
Class rosters Retain in the agency for (£
Attendance sheets years after end of Training
Test results, Test scores class. Send to State Records
Test questions Center for 2¢ years and then
Test answer keys destroy.
9. INSTRUCTOR CERTIFICATION RECORDS
Instructor application forms
Proof of qualifications Retain for 10 years after
Correspondence and documentation used to expiration of certification.
determine eligibility. Then destroy.
10. CORRESPONDENCE WITH POLICE AND CORRECTIONAL AGENCIES
Correspondence between the Training Commis- Retain for 10 years. Then
’ sions and police or correctional agencies screen annually, and purge
pertaining to the certification and training materials no longer needed.
of officers. ’
11. GENERAL ADMINISTRATIVE CORRESPONDENCE
Correspondence and miscellaneous Screen annually and purge
material pertaining to the general operations material no longer needed.
of the Training Commissions.
12. BUDGETARY AND FISCAL RECORDS
Training Commissions budget documents Retain for 5 years or until
Purchase. Acquisitions, Purchase orders audit requirements have been
Delivery receipts fulfilled. Then screen
Payroll records, Exception time reports annually and purge materials
Expense accounts no longer needed.
Mileage sheets

PS = 342
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FoRM-RM- 1A . RECORDS RETENTION AND DISPOSAL SCHEDULE scuEDuLg )
REV. /7S ({CONTINUATION SHEET)
PAGE
NO. 3 of 3
No. Description - Retention
13. FIXED ASSET INVENTORY RECORDS
Correspondence, paper records and computer Retain for 4 years o¢r until
print-outs pertaining to maintenance of the audit requirements have been
Training Commissions' fixed assets inventory. fulfilled. Then screen
annually and purge materials
no longer needed.
14. EMPLOYEE PERSONNEL RECORDS *

Individual employee personnel records
History cards
Official personnel forms
Address cards
Medical reports
Annual efficiency ratings
Documents supporting promotions
or reclassification.

Employee hiring records

Certification eligibles lists
Interview records

Declination letters

Other correspondence pertaining to the
filling of vacancies in accordance
with State regulations.

Employee leave records
Daily time sheets
Summaries of leave earned and taken.

Maintain in office while
individual is employed with
Agency and for 5 years
after. Then destroy.

Retain for 4 years.
Then destroy files

no longer necessary for
conducting business.

Retain for 4 years ¢r until
audit requirements have been
fulfilled. Then destroy.

PSS - 342




IMSTRYSTIQNS - - OR PRI A DEPARTMENT OF GENERAL .

;:Aéirz FORM ::;em N:-::Toa ngms MANAGEMENT- m:?::;gs AGENCY RECORDS INVENTORY W
REVISED RECORD SERIES. FORWARD 7273 WATERLOO ROAD

¥ITH RECORDS RETENTION SCHEDULE ‘P.O. BOX 278 L

{ 380-1) JESSUP, MARYLAND 20794 PAGE _/_or [_

PuGLic SAFIETY AND N o conrescmonac 3. wIT

CORAS CT?70NAL, SEXVICES TRAINING COMMISSIONS CERTIEICATIO v

Q
SEF IN1TION -RECORD ERIESOA GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT MFOR
AEFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOAFY

i 4. RECORD SERIES TITLE ' )

NoTice CF FProsaTionary APPO T mnT

5. EARLIEST YEAR/LATEST YEAR
19°18 1o /944

tN THE SERIES.

4. RECORD SERIES DESCRIPTION (.IRIR'L‘P CEKSCRIBE THE TYPES OF INNMTION[DOCWTS/'OM FOUND

INCLUDK TME PURPOSE OR FUNCTICN OF THK SEFIES)

These forms are completed by outside agencies
to provide information to the Training Commis-
_sions on all new police and correctional offi-

\;;@ O MONTH(S) 8 YEAR(S)

cers.
|
: !
! 7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLLME
8 LETTER SIZE G MICROFILM 8 ALPHABETICAL 8 FILE DRAWER(S|
, o O MICROFILM REEL(S)
J LEGAL S1ZE O COMFUTER TAPE O NUMERICAL 47 O coMmPUTER TAPE(S)
» NUMBER o omen SPECIFY)
BooK 9 FLOPPY DISK O CHRONOLOGICAL . ( B
a a a
AWDIO TAPE VIDEO TAPE GEOGRAPHICAL ‘0. s T 100 E
3 OTHER(SPECIFY) . O OTHER(SPECIFY) % FILE DRAWER(S)
7 ¥, O MICROFILM REEL(S)
ROUERN 0 COMPUTER TAPE(S)
8 orER(sSPeECIFEY )
“ 11 piLE 1S useD 12. FiLE BECOMES INACTIVE AFTER '
2 palLYy 0 wEEKLY O MONTHLY :

i3. CURRENT LOCATICON(S) (BLDG.,FLOOR,ROCGM)

32 B MHERAWwoOD ROAD
NOOD VK, MARYIAND 2/ 7263

L4l CE AND CORRA CTIONAL TZRINING COMaiss {ONS

14. IS RECORD SERIES DUPLICATED ELSEWHERE?

tir vyes, seeciFyY sgENCY OR OrFFicE]
Cvyes 8 NoO

1S. ACCESS RESTRICTIONS % yEs O No

. {17 yES, c1TE LAW(B] & rEGuLATION(S)
ITATE GOVARNMENT ARTICCS, TITE 1D ,SIOfTTaE 6,
S TIL, SECIONS | Q-6ll THRU i0-630 ANNCTATED CODE

16. AUDIT REQUIREMENTS

@ NoNE O STATE O FEDERAL O [INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (Ir yRS.E>OPLAIN

\ BRIEFLY ARD DESCRIBE ANY HARDNARE/ SOFTWARE )

O vYyEs ® NO

@

18. RECCHMMENDED RETENT ICN

Retain in the agency for
10 years after completion.
Send to State Records
Center for 20 vears and
then destroy.

R.A. BrownNE

ADMINISTINTIVRE OSSi1ca7 2L (Jow v¥2- 2700

{3. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21. DATE

DGS 350-4 (REVISED '2/)87)

Avevesr 3 z, /59 ¢




i M—-m OR PRINT A DEPARTMENT OF GENERAL SERVICES
SEPAHATE FORM FOR EACH NEY OR RECORDS MANAGEMENT" DIV1SION AGENCY RECORDS INVENTORY
REVISED RECCORD SERIKS. FORWARD 7273 WATERLOO ROAD i ]
¥ITH RECORDS RETENTION SCHEDULE I p.0. BOX 278 e e e e T g LT ! T
{DGS 380-1) . ' JESSUP, MARYLAND 20794 PAGE _Z_or -i_-
1 ARTMENT / AGINCY 2. DIVISION 3. war
PUB LLC SAFIETY AND FPOstcE AND CORRETIONAL

\ CORARLE CTIONMAL SEXVICES TI7ZARIN ING COoMMISSIONS 7/-(-’/# (AL TRC AC.AW)EM)’

SEFINITION -RECORD SERIES.® IWOUP OF RELATED RECORDS NORMALLY FILED AND USKD AS A UNIT FOR
REFERENCE AS WELL AS RETENTION AND DISFOSITION PURPOSES

! 4. RECORD SERIES TITLE ) ) 5. EARLIEST YEAR/LATEST YEAR

- y 78
adﬂllzﬁoﬂamnl_ L2AN NG fgﬂoéﬂ/ﬂm Firies (7 T [29L
$. RECORD SERIES DESCRIPTION ‘muxn.v DKSCRIRE THE TYPES OF INFORMAT 10N /DOCUMENTS | FORMS FOUND
. : THE SERIES. . INCLUDR TME PURPCSE OR FUNGTION OF THK SEFTES)
i .
', ELORDS [N THIS SERIES ProvedS DECUMEUTATION CSF STLDENnTS' ATTENDANCE  AND
: TRAINIVG AT TAHE  CoprscrrovAs  TRoeimmviveg AsavEmy . M ese Lecadtis (MWCLODE;
Class rosters Test results
Attendance sheets Test scores
Demerit and dismissal records Test answer keys
Records pertaining to students'failure to Test questions

i : complete the training program

| 7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLLME
| % LETTER SI1ZE O MICROFILM 8 ALPHABETICAL 9 FILE DRAWER(S)
! QO MICROFILM REEL(S)
J LEGAL SIZE U COMFUTER TAPE O NUMERICAL &# 0 comPuTER TAPE(S)
: NGMBER g OTHER( SPECIFY)
{ POOK O FLOPPY DISK O CHRONOLOGICAL .
a a o '
AUDIO TAPE VIDEO TAPE GEOGRAPHICAL. 10. ANNUAL ACCUMULAT 1ON
3 OTHER(SPECIFY) O OTHER(SPECIFY) FILE DRAWER(S)
O MICROFILM REEL(S)
:uﬁ?gr O COMPUTER TAPE(S)
a m!'_ﬁc_lml
“1l. miLE 1S .uUsSED ' 12. FILE BECOMES INACTIVE AFTER
@ pAlLY 0 wEBKLY O MONTHLY ) 8 MONTH(S) 80 YEAR(S)
1119)21:1-4: 8
13. CURRENT LOCATION(S) (ELDG.,FLOOR,ROGM) 14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?

POut CE AND CORRAE CTIONAL TREAINING COrniiSSIONS
S Es” MHeERrwooD ROAD
NOOD Irock, MARYLAND L2763

tir yEs, speciry sraENcY Or orricE)
O yes 8 nNo

13. ACCESS RESTRICTIONS 8 YES g No 16§. AUDIT REQUIREMENTS
._li" yes, citx LAw(s) & rEguLATION(S)
OTNTE QOUARNIMIAT B ATICC S, TITLE 1D ,S06TME b,

8 NONE O STATE O FEDERAL O INDEPENDENT
P I, SECTIONS Q6] THRU |@—630 . ANNCATED CODE

17. IS AN INDEX SYSTEM USED? (ir vus.mOPLAIN
BREIRFLY AND DESCRIBRE ANY MHARDNARE/ SOFTWARE )
~ ' Retain in the agency for
/5 years after end of
training class. Send to
the State Records Center
for 2@ years, and then

—‘ . ‘ destroy.

18. RECCMMENDED RETENT ION

Cyes ® NO

13. NAME AND RITLE OF PREPARER 20. TELEPHONE NUMEER 21. DATE
R.A. BrowNE

ADMINISTINTIVR O0icanr L | (B0 442~ 2700 Aovcos= 36 (/9%7

DGS 330-4 (REVISED 2/87)




INSTRUCTIGNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEY OR

REVISED RECORD SERIES. FORNARD
WITH RECORDS RETENTION SCHEDULK
{DGS 330-1)

DEPARTMENT OF

- '000

GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7273 WATERLOO ROAD )
BOX 278 - T
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

TR
iallE el A Tewtd

PAG: 3

“or 1+

ARTMENT | AGENCY 2.
PUBLLC SAFETY AND
CO RAS CTI?0NMN. SEXRVICES

DIVISION
PO st O

aQnD wmga'lONA:. oo
TRAINING COMMISSIONS

CE’ZJ‘/S/CA'ncN

3. UNIT [

CEF INITION -RECORD snlls-‘ GROUP OF RELATED RKCOARDS NORMALLY FILED AND USED AS A UNIT FOR

REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSEN

4. RECORD SERIES TITLE ’ ’

-

Avnvovar Traiving Scores

3. EARLIEST YEAR/LATEST YEAR
/987 vo /99/

§. RECORD SERIES DESCRIPTION (IIIIPLT DESCRIBE THE TYPES OF IN'OIIIATION/DOCWTS/'OM FOUND

THE SERIES.

/e.scoflns i THIS SEIES

i P L ETE I SERNCE  ANDIR

SERR

ConTRIN SCCRES BY AGENCY OF

S REARMS

INCLUDE THE PURPOSE QR FUNCTICN OF THEK SEF1IES )

CrREICERS WMHAS

TN E DOTING  ODNE CALEANDAWV

. RECORD SERIES FORMAT(S) 8.
8 LETTER SI1ZE O MICROFILM
J LEGAL SIZE O COMFUTER TAPE

@ =

3 AUD1O TAPE O VIDEO TAPE

FLOPPY DISK

3 OTHER(SPECIFY)

RECORD SERIES SEQUENCE 9.
R ALPHAEETICAL
QO NUMERICAL
O CHRONOLOGICAL
O GEOGRAPHICAL

8 OTHER(SPECIFY)

8y Assnecy

VOLUME

@ FILE Dmrzn(s)'
O MICROFILM REEL(S)
// O COMPUTER TAPE(S)

NGMBER 0 omen(speciry)

10. ANNUAL ACCUMULAT ION
@ FILE DRAWER(S)
O MICROFILM REEL(S)

RCOEEY O COMPUTER TAPE(S)

11.

O om-ER(sPECIFYY !

@

FILE IS USED 12. FILE BECOMES INACTIVE AFTER .,
T DAILY B WEEKLY O MONTHLY / U MONTH(S) 3 YEAR(S) .
ROREEY
13. CQURRENT LOCATION(S) (m..nm.m, 14. IS thom SERIES DUPL ICATED ELSEWHERE?! .
POl CE AND CORRBCIIONAL THEARINING COMatissionNg t1® vyes, seeciry saeENcY Or OFFicE] i
[P 2g MHervwooDd ROAD g YES @ NO ' f
NOOD SrDck, MARYLAND L/163 r
1S. ACCESS RESTRICTIONS 8 YES O No 16. AUDIT REQUIREMENTS i
s {17 vyes, ci1TE Law(S) & rxcutaTiON(S) i ‘
TREE G OUsR A AT AT L, TITLE 1D ,SU0TITLE b, 8 NCNE O STATE O FEDERAL O [INDEPENDENT :
Aanr TIL, SECIONS 186l THRU 10-630  ANNCATED LODE :
12. 1S AN INDEX SYSTEM USED? . B "
(ir ves.2orLain 18. RECCMMENDED RETENT ION

BRIEFLY AND DESCRIBRE ANY HARDSARE,/SOFTWARE )

Qyes 8 nNO

IETA I~ O’ TEN YEARS ATTzsv

TRA A | TEHEN DEST 22V,

{3. NAME AND TITLE OF PREPARER

20.
R.A. Browana '

ADMINISTINTIVR OSSican I

TELEPHONE NUMEER

([eL Y42- 2700

21. DATE

Arvcesr 3o /957

DGS 350-4 (REVISED 2/87)




ISTRUCTIQNS - -TYPE OR PRINT A
SEPARATRE FORM FOR EACH NEY OR
REVISED RECORD SERIES. FOREARD
¥ITH RECORDS RETENTION SCHEDULE

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISICON
7273 WATERLOO ROAD

- P.O.

AGENCY RECORDS INVENTORY

BOX 278 -

(i:.” JESSUP, MARYLAND 20794 PAGK i‘” ——

1. m/m 2. DIVISICON ; 3. uuf 4

PLUBLIC SAFETY AND POLlCE AnND CORRECTIONAL R

CO RALE CTIONATL, SEXVICES TRAINING COMMISSIONS 74;4 I ING

CEF INITION-RECORD SERIES-A O"OUP OF RELATED REKCORDS NORMALLY FILED AND USED AS A UNIT FOR
AEKFERENCE AS WELL AS RETENTION ANO DISPOS|TION PURFQAES

.

4. RECORD SERIES TITLE

TRAINING PROGRAM APPROVAL RECORDS

3. EARLIEST YEAR/LATEST YEAR
/GQ0 1O /G6G/

JK(;:C—CI&Z_,'D.S' te THIIS SEZILES

S CaeA PREVIDED ibY

‘IN THE SERIES.

INNCAUDE DESCRIFTIONS

THE AGENCLES,

. RECORD SERIES DESCRIPTION (llll'l.'f DESCRIBE THME TYPES OF IHNMT!ON/DOCMT!IPQM FOUND
INCLUDK THE PURPOSE OR FUNCTION OF TNK sEFR1ES )

EIREALMS TIRAmiNnG TO BE prowv/DED TP COFFicERS By VAwious

OF ANVUAL

ANTD NOTIE[2ATIONS OF PROGLAM APPRLQVAL,

IN-SEAVICE AND/OK

A&EGELCIES | Covss

7. RECORD SERIES FORMAT(S)

% LETTER SI1ZE O MICROFILM

3 GAL S1ZE O COoMPUTER TAPE
4d BOOK O FLOPPY DISK
3 AUDIO TAPE O VIDEO TAPE

Q OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
8 ALPHABETICAL
O NUMERICAL
0 cHRONOLOGICAL
0 GEoGRAPHICAL

@ OTHER(SPECIFY)

o 8y Asevcy

9. VOLUME

® FILE DRAWER(S]
O MICROFILM REEL(S)
O COMPUTER TAPE(S)

NUMBER O orTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION

@ FILE DRAYER(S)
/!4 O MICROFILM REEL(S)
RUIEREY O COMPUTER TAPE(S)
O OTHER(SPECIFY )

1l.

s {1® ves,

ci1tx taw{s) & rREGuraTiON(S)
TN E G OUSRA M ARTIce. S, TIME 1D ,SV0TIT.E b,

2ovrer L, SECIONS 1@ 6l THRU |@—63D ANNCAYED oD

B NONE O STATE 0O FEDERAL O INDEPENDENT

$

FILE IS USED 12. FILE BECOMES INACTIVE AFTER :

8 paiLy 0 wEEKLY O MONTHLY H'U!ézﬂ' O MONTH(S) 2 YEAR(S] :

13. CURRENT LOCATION(S) {BLDG.,FLOOR,ROCM) 14. 1S RECORD SERIES DUPL ICATED ELSE¥HERE? ,

PO CE AND CORRRACTIONAL TIEAINING COMMISSIONS ti1®r vyEs, speciry raENCY OR OFFicE) ,
. X

B2 3B MHanrwooDd ROAD OYES ® NO }

WNOOD VK, MARYLEAND /1263 ;
1S. ACCESS RESTRICTIONS 8 Yes O no 16. AUDIT REGQUIREMENTS

17.

Qvyes 8 NO

3
! A

IS AN INDEX SYSTEM USED? {1p vxs.E>PLAIN
BRIEFLY AND DESCRIBE ANY HARDWNARE/ SONTWARE )

18.

RECOMMENDED RETENT ION

Retain in the agency for ?
10 years after training. ;
Send to the State Records !
Center for 10 years and '
then destroy.

2. NAME AND TITLE OF PREPARER
R.A. BrownNa

ADrMHINISTIATIVRE OSSi1can 2L

20. TELEPHONE NUMEER

([ow “42- 2700

21. DATE

DGS 350-4 (REVISED 2/87)

Airecs 3¢ /9¢)




INSTRUSTIQNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEY OR

REVISED RECORD SERIES. FORWARD
¥ITH RECORDS RETRENTION SCHEDULE

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT- DIVISION
7273 WATERLOO ROAD _
P.O. BOX 278 T
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTOURY

D et

{ 3830-1)
| .im/m

PUBilC SAFETY AND
CORAL CTIONAL SEXVICES

2. DIVISION EcrronAL

3. WNIT

TNRAINING COMMISSIONS

Exrcorive DIRECTOR,

AROUP -]
CEF INITION-RECORD SERIES-" OF RELATE

RECORDS NORMALLY FILED

4. RECORD SERIES TITLE

REFERENCE AS WELL AS RETENTION AND DISPFOS

MINUTES OF COMMMISSION MEETINGS

AND USED AS A UNI!T FOR
LTION PURFOIES

5. EARLIEST YEAR/LATEST YEAR

1979 yo 991

1N THE SERIES.

. RECORD SERIES DESCRIPTION (IRIIPLY DESCRIBE THME TYPES OF !NNRHAT!ON/DOCU_NTS/PQM FOUND
INCLUDE THME PURPOSE OR FUNCTION OF THK SEFIES )

Minares oF fFokics Training Commiscion and Coresarionac Trammg Commiss cow
. - ’

ERLHW C©F WHICK HAS A Sm*ru*ro/b, /&S(‘gwthME’\)T To MEET QU’WW?’,

! 7., RECORD SERIES FORMAT(S])

| & LETTER SIZE O MICROFILM

3 LEGAL SI1ZE O COMPUTER TAPE
BooK O FLOPPY DISK

2 AUDIO TAPE O VIDEO TAPE

8@ OTHER(SPECIFY)

Lecsz Lang Binpen,

8. RECORD SERIES SEQUENCE
O ALPHABETICAL
0 NUMERICAL

8 CHRONOLOGICAL,

9. VOLUME

O FILE DRAF¥ER(S)

O MICROFILM REEL(S)

0 COMPUTER TAPE(S)

8 OTHER(SPECIFY)
Dies s

O GEOGRAPHICAL

O OTHER(SPECIFY)

10. ANNUAL ACCLMULAT ION

QO FILE DRAWER(S)
/ O MICROFILM REEL(S)
RUREEN O COMPUTER TAPE(S)

11.

TINE G OUSR AL I AT ATlce X,

i TITE 1D ,SU0TITLE &
Aoy JIL, SEETIONS 18 —bl) THRU | @-630 . ANNCATED cODE

@ NoNE O STATE O FEDERAL O INDEPENDENT

FILE 1S USED A/A 12. FlLE BECOMES INACTIVE AFTER : ;
C palLY C wEEKLY O MONTHLY N/A 0 MONTH(S) QO YEAR(S) :
13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROGM) 14. 1S RECORD SERIES DUPL ICATED ELSEWHERE? :
POt ClE AND CORRA CTIOonAL TEAINING COriatissiOnS tir vyES, spEciPY raENCY OR OFFICE] "
2 B HaRrwooDd ROAD O YES @ nNo E
NOOD ITDeK, MARYLEAND 27263 !
1S. ACCESS RESTRICTIONS 8 YyEs O nNo 16. AUDIT REQUIREMENTS
s {1 vy, ci1TE LAw(s] & mEguLATiON{S] :

17. 1S AN

S

QG yYyEs 8 NO

INDEX SYSTEM USED? (1p YRS.EPLAIN
BRIEFLY AND DESCRIBE ANY MARDWARE/SOFTWARK )

RECCMMENDED RETENT ION

Perjodically review and transfer to
State Archives.

13. NAME AND TITLE OF PREPARER
R. A RBrowsNna

ADMINISTILATIVR O~ icanr T

20. TELEPHONE NUMEER

(oL Y42~ 270

21. DATE

DGS 550-4 (REVISED 2/87)

Avevst 30 /9% /




IUSTRLCTIGNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEY OR

REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULK

DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION

' - 727% WATERLOO ROAD .

. ;'._ 'AP.°.. m 37' ».—.._--'.u,-
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

t. ARTMENT | AGENCY

PUB LIC SAFETY AND
CO RAL CTIONAL SEXVICES

. DI |
L DIISI e merroac

TRAINING COMMISSIONS

3. WINIT

Execomnve Dipsaoe

SEF INITION -RECORD ERIBOA GROUP GF RXLATED RECOADS NORMALLY FILED
: REFERENCT AS WELI AS RXTENTION AND DISPOS

4. RAECORD SERIES TITLE

AGENCY PLANS, POLICIES AND DIRECTIVES

AND USED AS A UNIT FOR
LTION PURFOAESN

3. EARLIEST YEAR/LATEST YEAR

1998 10 (94/

‘IN THE SERIES.

RE@@&‘D‘ SERIES (ComTPing DocomMENT ATION O PAGENCY PlLana (rn G

§. RECORD SERIES DESCRIPTION (IRIIPI.Y DESCRIBE THE TYPES OF INNMTION[DOCU_NTI/POM FOUND
INCLUDK THE PURPOSE QR FUNCTION OF THE SEFTES)

AD  OF

POCIES AND PIRECTIVES PROMULESATED Ry THE Erecnve Dikscmay SecpsTolty
2

oF PuBne SweeTy anp  CBRRECTcvmu- OFRVICES | utrer STRTE REENGas, oh s Govednal,

r7.

RECORD SERIES FORMAT(S)
, % LETTER SIZE O MICROFILM
IJ' ZGAL S1ZE O COMPUTER TAPE

BoOK O FLOPPY DISK
3 AUDIO TAPE 0O VIDEO TAPE

3 OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
Q ALPHABETICAL
O NUMERICAL

0 CHRONCLOGICAL,

9. VOLUME

C FILE DRAWER(S|
/ O MICROFILM REEL(S)
0 COMPUTER TAPE(S)
NUMBER & oTHER( SPECIFY)

0 GEOGRAPHICAL

O OTHER(SPECIFY)

Iy BT oW JHECVES
10. ANNUAL ACCUMULAT ION
C FILE DRAWER(S)
O MICROFILM REEL(S)

N/A ROWEEX O COMPUTER TAPE(S)
oTHER(SPECIEY)
'« riLE 1S usED N/p 12. FILE BECOMES INACTIVE AFTER t
C pAlLY O WEEKLY O MONTHLY i} O MONTH(S) O YEAR(S)

[P BG MHERNrwoeD ROAD

13. CURRENT LOCATION(S} (BLDG.,FLOCR,ROGM)
PPl CE AND CORAED CIIONAL TEARINING COMAtisSIONS

NOOD VK, . MARYIAND L/ 263

® YyES O No

14. 18 R-Ecom SERIES DUPL ICATED ELSEWHERE?Y
ti1® vyes, sepeciry saency or orrice)

PREMULGATNG AGENCY

1S. ACCESS RESTRICTIONS
. {1» ves,

8 YES

. C1TE rAw(s) & rEGuULATION(S]
STRTE KOUARMMANT AATIce X, TITLE 1D ,SweTITLE b,

Sy TIL, SECTIONS 10 =6f) THRU |@-630 ANNCRTED CODE

O NO 16.

AUDIT REQUIREMENTS

B NONE O STATE O FEDERAL O INDEPENDENT

17.

OYEs 8 NO

IS AN INDEX SYSTEM USED? (1pr vys.E>PLAIN
BRIEFLY AND DESCRIAE ANY MARDWARE/ SOFTWARK )

18.

RECCMMENDED RETENT |ON

Periodically review and transfer to
State Archives.

13. NAME AND TITLE

OF PREPARER
R.A. Qrowna .

ADrMINISTIATIVE O ~Sican T

.20,

TELEPHONE NUMEER

(oL Y42~ 2700

21. DATE

A\&J&u ST

-

w.

DGS 350-4 (REVISED 2/87)

(2494

s oanew Lo




| INSTRUCTIQNS- -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORYARD

DEFPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD

AGENCY RECORDS INVENTORY

CO RASE CTIONNL SEXVICES

CORRETIONAL
CoMMmiISSIONS

Post e E
TRARINING

YITH RECORDS RETENTION SCHEDULE L P.O. BOX 278 1t | S S

(DGS 380-1) | JESSUP, MARYLAND 20794 Pace [_or IO
_:?mlm 2. DIVISION 3. war :

POR LtCc SAFETY AND anD

Resovrce Centen

CEF INIT1ON-RECORD SERIES-A O"CUP OF RELATED RECORDS NORMALLY FILED

4. RRECORD SERIES TITLE

REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES

RESQURCE CENTER LOAN RECORDS

AND USED AS A UNIT FOR

5. EARLIEST YEAR/LATEST YEAR
15 Tt (99l

B

Film loan records

‘IN THE SERIES.

6. RECORD SERIES DESCRIPTION (IIIIPLY DESCRIBE THE TYPES OF IN"MTIQN/DOCU‘NT'/NM FOUND
INCLUDK TME PURPOSE OR FUNCTION OF THK :xmzs,

| 7. RECORD SERIES FORMAT(S)

l O LETTER SIZE O MICROFILM

3 LEGAL SI1ZE O COMFUTER TAPE
'mn BOOK U FLOPPY DISK
Q AUDIO TAPE O VIDEO TAPE .

@ OTHER(SPECIFY)

'/2 SHEET OF \)A,’Em

8. RECORD SERIES SEQUENCE
O ALPHAEETICAL

O NUMERICAL

% CHRONOLOGICAL

O GEOGRAPHICAL

O OTHER(SPECIFY)

VOLUME

8 FILE DRAVER(S)

O MICROFILM REEL(S)

3 O COMPUTER TAPE(S)
NGMBER 0 ompn(speciFY)

10. ANNUAL ACCUMULAT ION

0O FILE DRAWER(S)
O MICROFILM REEL(S)
RUOEFN 5O COMPUTER TAPE(S)

0 oMER(SPECIFY)

11.

s {1 ves,

Parer TIL, SECTIONS

ci1TE LAW(3) & rREguLATION(S)
TANE QOVSRNMINT ANATIc S, TIME ID,SUBTME b,

LG—6Y Ty 10630, AUNCTRTED CODE.

16.

FILE IS USED 12. plLE BECOMES INACTIVE AFTER .{
8 paiLY O WEEKLY O MONTHLY 3 8 MONTH(S) O YEAR(S) :

13. CURRENT LOCATICN(S) (BLDG.,FLOCR,ROGM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? :

FDLlCE AND CORRA CTIONAL TRRINING COMAtissions tirP vyEs, sreciFyY raENCY OR OFFicE) |

2 8g NHaRrwooD ROAD O YES ®nNO

WOOD VK. MARYLAND /263D

1S. ACCESS RESTRICTIONS S YEs O No AUDIT REQUIREMENTS

O NONE ® STATE D FEDERAL O INDEPENDENT

7. IS AN

Qvyes ®% nNO

INDEX SYSTEM USED? (1P YRS.E):PLAIN
BRIEFLY AND DESCRIBE ANY HARDEARE/ BSOFTWARE )

18.

RECCMMENDED RETENT ION

Qﬂnm‘z FoR Fouea "yzxms IOR WNTIL
A
AT REQUIRE MeEWTS HRAVE BEEN

FOLEILLEDY THenN D EsTroy |

t3. NAME AND TITLE OF PREPARER
R.A. BrwNg

ADrMIANISTINTIVR O RSSican 7L

2¢0. TELEPHONE NUMEER

(o Y+2- 2700

21. DATE

AUauss

DGS 3550-4 (REVISED 2/87)

:i@) 1544




§

LUSTRUSTIQNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEY OR
REVISED RECORD SERIES. FOREARD
WITH RECORDS RETENTION SCHEDULE

DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT- DIVISION ‘ AGENCY RECORDS INVENTORY

727% WATERLOO ROAD o
TP, 0. BOX 2FF 7 e

' g """’1’_‘.‘:.:‘; PR R N R I - ek ...’fn_’.‘f::
(‘ 580-1) JESSUP, MARYLAND 2079%4 PAGE LOP '—J/:' e
f. MIm 2. DIVISION : - - | 3. UNIT e e
PUB LIC SAFETY AND POLICE AND CORRETIONAL 4 :
CORNALE CTIONAL SEXVICES TRAIN ING COMMISSIONS TraminG

SEF INIT1ON-RECORD SRIESCA GROUP OF RELATED RECORDS NORMALLY PFILED AND USED AS A UNIT FOR

4. RECORD SERIES TITLE

AKFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSESR

3. EARLIEST YEAR/LATEST YEAR

SUPERVISOR, ADMINISTRATOR, AND INSTRUCTOR TRAININ G 1972 _ 1o J49¢

Recorps 1™ THIS SERIES pfrov:iDE DOCOMENTATION JF

ArD TRMNING THecs REQoRADS INCLwps >

6. RECORD SERIES DESCRIPTION (IIIIPLY DESCRIBE THME TYPE2 OF INNMTION/DOCMTS/'OM FOUND

THE SERIES. INCLUDK THE PURPOSE GR FUNCTION OF THE SEFIES ]

STODENTS ATTENMDPANCE

Class rosters

Attendance sheets

Test results, Test scores
Test questions

Test answer Keys

7. RECORD SERIES FORMAT(S)

@ LETTER SIZE O MICROFILM

3 GAL S1ZE O COMPUTER TAPE
BOOK O FLOPPY DISK

3 AUDIO TAPE O VIDEO TAPE

3 OTHER(SPECIFY)

8. RECCORD SERIES SEQUENCE 9. VOLUME

8 ALPHAEETICAL @ FILE DRAWER(S]
O MICROFILM REEL(S)
0 COMPUTER TAPE(S)
U OTHER({SPECIFY)

O NUMERICAL

NUMBE
0 CHRONOLOGICAL, .

=] OGRAPH I CAL
= ! 10. ANNUAL ACCUMULAT ION

O OTHER(SPECIFY) & FILE DRAYER(S)
/ O MICROFILM REEL(S)
RUNBER O COMPUTER TAPE(S|
O OTHERISPECIFY )

[ IS

s {1® yES, ci1TE LAwW(3) & rEcuLATION(S)
TRTE GOVSRNIMINT R aTice X, TITLE 18 ,S06TITLE b,

Axerer TIL, SECTIONS Q=64 THRGU | @—630  ANNGRTED CODE

& NoNE O STATE O FEDERAL O INDEPENDENT

FILE IS USED 12. pFiLE BECOMES INACTIVE AFTER :
8 paiLYy 0 WEEKLY O MONTHLY 1) O MONTH(S) 8 YEAR(S) '
_RORgEY

" 13. CURRENT LOCATIGN(S] (BLDG.,FLOOR,ROCM) 14. 1S RECORD SERIES DUPL ICATED ELSEWHERE? :
CoLs CE AND CORRACTIONAL TRAINING COraissions ti® vyes, sereciry sraENCY OR OFFicE) ;
SO RE HaErrwooDd ROAD O YES & NO ‘l
WNOOD VK, MARYIAND /163 }

15. ACCESS RESTRICTIONS € yYES O NO : 16. AUDIT REGQUIREMENTS

QYEsS 8 nNO

17. 1S AN INDEX SYSTEM USED? (1 YRS.Z)PLAIN
BRIEFLY AND DESCRIBR ANY MARDWARE/ SOFTWARK }

18. RECOMMENDED RETENT ION

Retain iA the agency for /5
years after end of Training
class. Send to State Records
Center for 45 years and then

DGS 350-4 (REVISED 2/87)

' destroy. :
13. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21. DATE (,
R.A. BrownNeg :
ADMINISTITIVR O Scican IL (Jov v¥2- 2700 AVCJu'f;'f 3Q (991




-

IUSTRUCTIONS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEY OR

REVISED RECORD SERIES. FOREARD
¥ITH RECORDS RETENTION SCHEDULE
(DGS 380-1)

L P.Q.
JESSUP,

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT' DIVISION
727% WATERLOO ROAD )
Bax 278 - v | e
MARYLAND 20794

]
AGENCY RECORDS INVENTORY

'ARTMENT | AGENCY
PUBRLIC SAFEZTY AND
CORARE CTIONAL SEXVICES

2. DIVISION

POLICE AND COMRREITIONAL
TRAINING COMMISSIONS

3. UNIT

TZAIA/INC;

SEFINITION-RECORD miu.k GROUP OF RELATED RECORDS NORMALLY FILED

AND USED AS A UNIT PFOR

REFERENCE AS WELL AS RETENTION AND OISPOSITION PURPOSES

4. RECORD SERIES TITLE

INSTRUCTOR CERTIFICATION RECORDS

3. EARLIEST YEAR/LATEST YEAR
/G720 To (449/

. RECORD SERIES DESCRIPTION (llll'l.? DESCRIBE THME TYPES OF INNRHATION/DOCWTS/FOM FOUND

sN THE SERIES.

Recoens 1m THIS SEUES Piiovi DE DOCOMENTATION OF I1NSTRUCTORS

TEACH NT CERIIFIED ACADIZMIES | AnD

Instructor application forms

Proof of gqualifications

Correspondence and documentation used to

determine eligibility.

INCLLUDE !

INCLUDK THE PURPOSE OR FUNCTION OF THE llﬂ!!l

CREDENTIALS TOo

| 7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
| 8 LETTER SizE O MICROFILM 8 ALPHAEETICAL @ FILE DRAVER(S]
! O MICROFILM REEL(S)
3 LEGAL SI1ZE O COMFUTER TAPE O NUMERICAL /8 0 comPuTER TAPE(S)
NGMBER g oryep(speciry)
BOOK O FLOPPY DISK 0 CHRONOLOGICAL . (
a 1o a a
AUDIO TAPE VIDEO TAPE GEOGRAPHICAL 10. ANNUAL ACCUMULATION
Q OTHER(SPECIFY) O OTHER(SPECIFY) @ FILE DRAWER(S)
/ O MICROFILM REEL(S]}
RGHBEX O COMPUTER TAPE(S)
0 oTHER(SPECIFYY
- piLE 1S USED 12. FiLE BECOMES INACTIVE AFTER '
8% pailLy O wEEQY O MONTHLY 2 O MONTH(S) 2 YEAR(S)
© 13. CURRENT LOCATION(S) (BLDG.,FLOCR,ROCM) 14. 1S RECORD SERIES DUPL ICATED ELSEYHERE? :
FOoLlcE AND CORRA CTIONM TIRAINING COrrmissIONS t1r ves, seeciry raEncY or orrice) \
B2 EE HaRrrwooD ROAD : O yEsS 9 NO
NOOD VDK, MARYIAND 27263 : !
1S. ACCESS RESTRICTIONS 8 YES O nNO 16. AUDIT REQUIREMENTS
lir yes, ci1TE LAW(3] & rrguLaTION(S) :
CTRTE GOUSRAN N A RTIce S, TITLE 1O ,$00 TITLE &, 8B NeNE O STATE O FEDERAL O INDEPENDENT

P TIL , SECAIONS | B—=6l) Ty | Q63D ANNCTATED LODE

17. IS AN INDEX SYSTEM USED? (i vyES.Z>PLAIN
BRIEFLY ARD DESCRIBE ANY HAROIAR:/!OF‘TIARS)

Ovyes 8% nNO

18. RECOMMENDED RETENTION
Retain for 10 years after
expiration of certification.
Then destroy.

13. NAME AND TITLE OF PREPARER

20.
R.A. BrowNE

ADrMHINISTIATIVE OSSica TL

TELEPHONE NUMEER

(oL Y+¥/2- 2700

21.

DATE

DGS 550-4 (REVISED 2/87)
%

AuGcosT 3L 149G !




INSTRUCTIONS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEY OR
REVISED RECORD SERIES, FORYARD

{DGS 380-1)

¥ITH RECORDS RETENTION SCHEDULE

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD
- P.Q.
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

BCXX 278 - e :'..'-‘..-

e T8 or 14

1 ARTMENT [ AGENCY
PUBIC SAFETY AND
CO RRE CT?ONNL, SEXRVICES

- 1VisS
2L OWISIN e eomne

TRAINING COMPMISSIONS

(Dee#iﬁzawnoAl//”E%A(&zwq

3. UNIT - R

=EF INIT1CON - RECORD ERIB‘A GROUP OF RELATED RECORDS NORMALLY FILED

' 4. RRCORD SERIES TITLE

REFERENCE AS TELL AS RETENTION AND DISPOS

CORRESPONDENCE WITH POLICE AND CORRECTIONAL AGENCIES

AND USED AS A UNIT FOR
LTION PURPOIES

3. EARLIEST YEAR/LATEST YEAR

19¢5 10 49y

4N THE SERIES.

Correspondence between the Training Commis-—
sions and police or correctional agenczgs.
pertaining to the certification and training
of officers.

$. RECORD SERIES DESCRIPTION ‘IRIIFLY OESCRIBE THE TYPES OF INNMTlON/MCU‘NTl/NM FOUND
INCLURBK TME PURPOSE QR FUNCTION OF THEK SEMES)

7. RECORD SERIES FORMAT(S)

i ¥ LETTER SIZE O MICROFILM

2 LEGAL SI1ZE O COGMPUTER TAPE
':.uua BOOK O FLOPPY DISK
3 AUDIO TAPE O VIDEO TAPE

Q OTHER( SPECIFY)

8. RECORD SERIES SEQUENCE
ALPHAEETICAL
0 NUMERICAL
C CHRONOLOGICAL
0 GEOGRAPHICAL

8 OTHER(SPECIFY)

9. VOLUME

& FILE DRAWER(S)
Q MICROFILM REEL(S)
0 COMPUTER TAPE(S)
0 OTHER(SPECIFY)

Ao

NUMBE

10. ANNUAL ACCUMULAT ION

% FILE DRAWER(S)
2 O MICROFILM REEL(S)

SP AE a2 wooD ROAD
WO OD STVCK .,

P ouUil CE AND CORRACTIONAL TRAINING COriaiss IONS

MARYLAND L7263

g yEs

ti® yes, seeciry raENcY OR OFricE]
f nO

v Aeeney RUMEEY O COMPUTER TAPE(S)
C oTHER(SPECIFY)
1« piLe 1s useD 12. FILE BECOMES INACTIVE AFTER i
3 paiLY a vEmLY O MONTHLY /& O MONTH(S) B YEAR(S] :
13. CURRENT LOCATION(S) (BELDG.,FLOCR,ROCM) 14. 1S RECORD SERIES DUPL ICATED ELSEWHERE? ‘

CyEs 8 pNO

o B

BRIEFLY AND DESCRIBE ANY HARDSARE/ SOFTWARE )

Retain for 10 years.
screen annually, and purge
materials no longer needed.

RECCMMENDED RETENT ION

Then

13. ACCESS RESTRICTIONS . 8 YES a No 16. AUDIT REQUIREMENTS

{1 yes, ciTe Law({38]) & rEGuULATION(S) )

STRNE QOVSRNMINT A aTIce L, TITLE 1D ,SO0TITE b, 8 NOCNE O STATE 0O FEDERAL O INDEPENDENT !
Sovmr T, SECTIONS 1@ -6l THRU |@—-630, ANNCTATED cODE >
{7. IS AN INDEX SYSTEM USED? (1P yRS.E»PLAIN 18 :‘

‘3. NAME AND TITLE OF PREPARER
R.A. Baowae

ADMHINISTITIVR OFFSican IL

20. TELEPHONE NUMEER

(BoL vY42- 2700

21. DATE

/4:%’(%;_)37' S 195 4
P .

DGS 350-4 (REVISED 2/87)
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-

JHSTRUSTICNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVI1SED RECORD SERIES. FOREARD
¥ITH RECORDS RETENTION SCHEDULE
(DGS 330-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO RQAD
TP.0. BOX 278
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

Tty LD M.

PAGE

D e AL =y

/—

/or Ja

1 ARTMENT [ AGENCY
PUBLIC SAFETY AND
CO RAL CTIONAL SEXRVICES

2 18
OIS e ceroiac

TRAINING COMMISSIONS

s.war L e
AIDM:u.S'mA‘nUE SEQ\/ICES

CEF IN1T1ON -RECORD sths.A GROUP OF RELATED RECORDS NORMALLY FILED

REFERENCE AS UELL AS RETENTION AND DISPOS

4. RECORD SERIES TITLE

.

GENERAL ADMINISTRATIVE CORRESPONDENCE

AND USED AS A UNIT PFOR
LTION PURFPOSES

3. EARLIEST YEAR/LATEST YEAR

1982 _ 1o 194

s. RECORD SERIES DESCRIPTION (DRIKPL? DESCRIBE THE TYPES OF INNMTION/DOCWTSINM FOUND

4N THE SERIES.

Correspondence and other miscellaneous

material pertaining to the general operations

of the Training Commissions.

INCLUBK THE PURPOSE OR FUNCTION OF THE SEFIES)

7. RECORD SERIES FORMAT(S)
8 LETTER SIZE C MICROFILM
d LEGAL SIZE

o 2oox

J AUDIQ TAFE

O COMFUTER TAPE
Q FLOPPY DISK
Q VIDEO TAPE

3 OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
8 ALPHABETICAL
0 NUMERICAL
0 CHRONOLOGICAL,
0 GEOGRAPHICAL

8 OTHER(SPECIFY)

9. VOLUME

8 FILE DRAWER(S)
O MICROFILM REEL(S)
0 COMPUTER TAPE(S)

NUMBER O oTHER(SPECIFY)

10. ANNUAL ACCUMULAT ION
8 FILE DRAWER(S)

I/J_ QO MICROFILM REEL(S)

By _AgEncy RUUEER O COMPUTER TAPE(S)
) 8 OTHER(SPECIEY]
P 1le piLE 1S UsED 12. FILE BECOMES INACTIVE AFTER t
Q pailLY O wEEKLY 8 MONTHLY / O MONTH(S) 8 YEAR(S) :
RURBEY
' 13. CURRENT LOCATION(S} (BLDG.,FLOOR,ROGM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

POl C&E AND CORRE CFIONAL TERINING COMriiSSIONS

S RS MHERAMWoOD ROAD
WOHOD SFDCK

MARYEAND /163

g yes

ti® vyes, sreciry saENCY OR OPFFicE)
8 NO

13 . ACCESS RESTRICTIONS

{1® ves,
STREE Govsrn T A aTice &,
Pyt TIL -, SECIONS

8 YES
ciTE LAW({S]} & rmauLaTION(S)

TITE 10 ,S007T17LE b,
L@ ~6l) THRL | Q-6BD ANNAYED CLODE

g No 16.

AUDIT REQUIREMENTS

B NONE O STATE O FEDERAL O INDEPENDENT

17. IS AN

Qvyes 8 NO

@ .

INDEX SYSTEM USED? (1P YRES.E>PLAIN
BRIXFLY AND DESCRIBE ANY MARDWARE,/ SOFTWAREK)

RECCMMENDED RETENT ION

Screen annually and purge
material no longer needed.

13. NAME AND TITLE OF PREPARER
R.A. Browna

ADMINISTINTIVR OFFSica ZL

20. TELEPHONE NUMEER

(Bow vY42- 270

21. DATE

Avewst 2o 195

DGS 550-4 (REVISED 2/87)




INSTRUCTIGNS - -TYPE OR PRINT A DEPARTMENT OF GENERAL SERVICES
SEPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTORY
REVISED RECCRD SERIES. FORWARD 7278 WATERLOO RGAD '
¥ITH RECORDS RETENTION SCHEDWULE © PO, BOX 278 - - o | et e ey SR
(DGS 380-1) JESSUP, MARYLAND 20794 PAGE = oF —J’—L- L
1 ARTMENT | AGENCY 2. DIVISION - ls. war

—p!:gc SAFIETY AND POLICE AND CORREIIONAL - :
CO RNALE CT?0OnNAL SEAXVICES TRAINn ING COMMISSIONS ADMIU/SWAWVE 6:272\/1055

co
SEF INITION -RECORD SERIKS.® OROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FoR
REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOAES

4. RECORD SERIES TITLE ) ) 5. EARLIEST YEAR/LATEST YEAR

BUDGETARY AND FISCAL RECORDS : I8 vo 199/

: R 13 1 ‘
§. RECORD SERIES DESCRIPTION | 1EFLY DESCR THEK TYPKS OF INFORMATION/DOCUMENTS/FORMS FOUND
‘tN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THK SEFIES)
. .
REcomps 1~ THIS SERIES aNewyDe: Training Commissions budget documents

Purchase Acquisitions, Purchase orders
Delive:z receipts
Payroll records, Exception time reports
Expense accounts
Mileage sheets

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
% LETTER Si1ZE O MICROFILM 0 ALPHABETICAL ® FILE DRAWER(S)
C MICROFILM REEL(S)
J LEGAL SI1ZE O COMFUTER TAPE 8 NUMERICAL g O COMPUTER TAPE(S)
. : NUMBER OTHER( SPECIFY)
ﬂ..nn BoOK U FLOPPY DISK O CHRONCLOGICAL . J
3 a (o]
AUDIQ TAPE VIDEO TAPE GEOGRAPHICAL 10. ANNUAL ACCUMULAT ION
3 OTHER(SPECIFY) O OTHER(SPECIFY) ® FILE DRAWER(S)
8 MICROFILM REEL(S)
:uné!r O COMPUTER TAPE(S)
O CTHER(SPECIEY ]
11« piLE 1S uUsED ; ' 12. plLE BECOMES INACTIVE AFTER
O DAILY U WEEKLY O MONTHLY : / O MoNTH(S) 8 YEAR(S)
: 1210)2:19: 8

‘3. CURRENT LOCATION(S) (BLDG.,FLOOR,ROCOM)

14. IS RECORD SERIES DUPL ICATED ELSEWHERE?
POkl ClE AND CORRE CITIONAL TIERINING COMatissiOnNg

tir vyzs, seeciry raEncY omr OFFicE)
[P 3y HerrwooDd ROAD CYES 8 NO
NOOD Dk, MARYLAND R/7263D
15. ACCESS RESTRICTIONS 8 YES O No 16. AUDIT REQUIREMENTS

_li® yes, citx Law(s) & rEauLaTiON(S)
SIS QOVARMNMINT AaTice L, TITLE 1D ,SUOTITWE b,

O NONE 8 STATE O FEDERAL O INDEPENDENT
Sane FIL, SECTIONS 1 Q-6l) T2 10630 ANNCTATED £0DE.

17. IS AN INDEX SYSTEM USED?T (1Pr YRS.Z)PLAIN

18. RECCMMENDED RETENT |ON
*BRIEFLY ARND DESCRIBE ANY MARDRARE./ SOFTWARE )

CvyeEs ® pNO Reniv Fop move YERES ©R UNTIe AUD(T
REQUIfEME~NTS HAVE Bz Fu P cED | Tran
TBCREEN ARNAUALLY AnD PURGE MATERIRLS NO |

LenGon NeEEDeEp

13. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21. DATE
IQ- A. G(U:\NME
ADMINISTIWTIVA OSSicanr 2L (Sow Y¥/2- 2700 Acecist 32 156G

7

OGS 350-4 (REVISED 2/87)




| INSTRUCTIGNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEY OR

REVISED RECORD SERIES. FORWARD
¥ITH RECORDS RETENTION SCHEDULE
| {DGS 380-1)

.00

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 YATERLOGO RQAD

BOX 273
JESSUP, MARYLAND 2079%4

AGENCY RECORDS INVENTORY

P;u:t /3 or 14—

) ARTMENT /| AGENCY 2.
| PUBLic SAFETY AND
' CORARSCTIONAL SEXRVICES

DIVISION

POLICE A/ND CORRETIONAL
TRAINING COMMISSIONS

3. UINIT _
ADVH?J 1 STRATIVE SE’[\/ICES

CEF INITION-RECORD SERIES-A 9WOUP OF RELATED RECORDS NORMALLY F1LED
___BEFERENCE AS WELL AS RETENTION AND DISPOS|TION PURPOAEE

! 4. RECORD SERIES TITLE ) )

FIXED ASSET INVENTORY RECORDS

AND USED AS A UNIT FOR

3. EARLIEST YEAR/LATEST YEAR
— T™® /59

é§. RECORD SERIES DESCRIPTION (IRIIPLY D‘lcnll‘ THE TYPES OF INPORIIATlON[DOCU'N"/POm FOUND

IN THE SERIES.

Correspondence,
print-outs pertauunq
Training Commissions'

paper records and computer
to maintenance of the
fixed assets inventory.

INCLUDE THME PURPOSE GR FUNCTICN OF THNK !!HZS]

! 7. RECORD SERIES FORMAT(S) 8.
‘ S LETTER SIZE O MICROFILM
3 u-:c:.u. S1Z= O COMFUTER TAPE
‘ua: BOOK O FLOPPY DISK
3 AUD10 TAPE O VIDED TAPE

O OTHER(SPECIFY)

RECORD SERIES SEQUENCE 9.
O ALPHAEETICAL
8 NUMERICAL
0 CHRONGCLOGICAL,
O GEOGRAPHICAL

0 OTHER(SPEC!FY)

VOLUME

% FILE DRAWER(S)

O MICROPILM REEL(S)

/__ O COMPUTER TAPE(S)
NUMBER OTHER( SPECIFY)

10. ANNUAL ACCUMULAT ION
8 FILE DRAWER(S]

O MICROFILM REEL(S)

RUMEER O COMPUTER TAPE(S)
G OTHER(SPELCIFY )

1. piLE 1S usED

Q pAlLY 0 ¥EEKLY 8§ MONTHLY

INACTIVE AFTER t
O MoNTH(S| & YEAR(S)

12. piLE BECOMES

ot

13. QURRENT LOCATION(S) ( BLDG. , FLOOR, ROQM } 14. IS RECOHD SERIES DUPL ICATED ELSEWHERE? ,
oLl CE AND COLRACTIONAL TIERINING COMrissI0NS t1r vyes, sPeciry raENcY Or OFFicE) i
[P EAs MHerrwooD ROAD 2 YES O NO _i
WNOOD SFrock, MARYLAND 27/ 163ﬁ DPsScs o;:;:.c.; QR PRCIELTY FIANAGEM ENTD

SiFRVICE }
15S. ACCESS RESTRICTIONS 8 YES O no 16.

5 {1" yes, ci1Tx LAW({3) & rREGuULATION(S)
TRNE G OUSR A INT ARTIce L, TITME ID ,SVeTITLE &b,

Parr TIL, SECTIONS | Q—6l) THR2U | @—63D ANNTATED CODE

AUDIT REQUIREMENTS

O NONE @ STATE O FEDERAL O INDEPENDENT

17. IS AN INDEX SYSTEM USED? (1» vyES.E>:PLAIN
BRIEKFLY AND DESCRIBE ANY HARODWARE./ SOFTWAREK )

QyEs ® NoO

18. RECOMMENDED RETENT ION
RETRIN o FourR Yenes, OR UATIL ACDIT

REQU',lk—mﬁAJTg MAvE BiEsxn ,GUAF//_LEZ' —‘7;1'57\/

Scmmmrn PrUARLLY AN PURGE MATERIALS &0 |

L8 MGER NEEDED, '{
@ ‘
13. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21. DATE
R.A, BrowNg
ADMINISTIATIVA OSSican 0 Bov v42- 2700 Avavsr 3@ 199/
- .

DGS $50-4 (REVISED 2/87)




- - P L

- ) .!

JLSTRUGTIGNS - -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEY OR

REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULK -
{DGS 880-1)

DEPARTMENT OF

R N -

GENERAL. SERVICES
RECORDS MANAGEMENT DIVIS 10N

' 7278 WATERLOO RGAD = [
: BOX 278 - b i | EED
JESSUP, MARYLAND 20794

AGENCY RE;ORDS mvamou'y,,

2. DIVISION
PoL1cE

g ARTMENT /| AGENCY
PUBLILC SAFETY AND
CORRE CI?0MAL. SEXVICES

aAnND - comza‘ladﬁd-
TRAINING COMMISSIONS

uNIT

PR
o g ,0

LExecconve Dirvscror

DEF IN1T 10N -RECORD ERI‘S°A GROUP OF RELATED RECORDS NORMALLY PFILED
REFERENCE AS NELL AS RETENTION AND DISPOSITION PURPOAES

AND USED AS A UNIT FOR

RECORD SERIES TITLE
EMPLOYEE PERSONNEL RECORDS -

4.

3. EARLIEST YEAR/LATEST YEAR
To _/95/

—

s. RECORD SERIES DESCRIPTION ‘IIIIPLY DESCRIBE THE TYPES OF IHNMTION/MCMTS/NM FOUND

THE SERIES.
QECO@S i TS SERIES INCLUDE !
A. oD ividuar EMPLOYEE PERSONNEL DOCOMENTRATION

B, EmerrovEs HIRING DOCOMENTATION

”

C.

Emrrover TIME anDd LEAVE DOGOMENTATION

INCLUDK THE PURPOSE OR FUNCTION OF TMK SEFiES)

7. RECORD SERIES FORMAT(S) 8.
8 LETTER SIZE O MICROFILM
0 LEGAL S1ZE O COMFUTER TAPE

G‘.ND BOOK 0O FLOPPY DISK

Q AUD1IO TAPE O VIDEO TAPE

O NUMERICAL

QO OTHER(SPECIFY)

RECORD SERIES SEQUENCE 9.
8 ALPHAEETICAL

O CHRONCLOGICAL,
O GEOGRAPHICAL
0 OTHER(SPECIFY)

VOLUME

8 FILE DRAWER(S}

O MICROFILM REEL(S)
QO COMPUTER TAFE(S)
O OTHER(SPECIFY)

/
NUMBER

10. ANNUAL ACCUMULAT ION
' ® FILE DRAWER(S)
O MICROFILM REEL{S)

ROHEEN O COMPUTER TAPE(S )

0 OTHER|SPECIFY)

1. piLE 1S useD 12. FILE BECOMES INACTIVE AFTER

O palLy ® WEEKLY O MONTHLY / O MONTH(S) 8 YEAR(S) :

218114 8 :
13. CURRENT LOCATION(S) (BELDG.,FLOOR,ROOM) 14. 15 RECORD SERIES DUPL ICATED ELSEWHERE? :
'ao“"“'" AVD CORRAE CTIONAL TEARINING COrinissIons t1r vyes, seeciry rgENCY OR OFFicE) '
WOOD Mrdek. MARYVILAND 2/263 DOP . cenTeAL PAYROLLDPSCS
18. ACCESS RESTRICTIONS ®YES O nNo 16. AUDIT REQUIREMENTS
s {1r Y8, ci1TE LAW(S) & rEGuULATION{S) ' :
TRYE GOVARNMINT R RTICLE, TITLE | D ,$08 TITLE o, O NONE ® STATE D FEDERAL 0O INDEPENDENT
PAnr JIL, SRCTIONS 1Q~6l) THRU | 263D ANNCATED cODE
17. 1S AN INDEX SYSTEM USED? B
Lir ves.xrLamn 18. RECOMMENDED RETENT ION

BRIEFLY AND DESCRIBE ANY HARDWARE/ SOFTWARE )

‘OCYES 8 NO

E°"E“3

xs.lNAME AND TITLE OF PREPARER
R.A. BrownNg

ADri inISTINTIVR OFR1ca7R

20.

TELEPHONE NUMEER

(Bov v42- 2700

21. DATE

Avcuvsr Sp 199
v N

DGS 550-4 (REVISED 2/87)
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18, REcoMmmENDED REeTEOTM ON

AL Maintain in Offfice while
indaividual 1is employed with
Agency and for 5 years
after. Then destroy.

3 Retain for 3 years.
Then destroy files
no longer necessary for
conducting business.

- RETAIN For Fouvr YERLRS
OR , Juntil audit
requirements have been
fulfilled. Then destroy.

+JAN. O 6 1892




